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Scientific communication: writing a research project proposal 
European Masters / EMBC+ / OEM / 5UM10
 
The primary goal of scientific communication is to increase the visibility of scientific 
information by improving its accessibility. Enhanced accessibility increases the intrinsic 
value of published research because value is based on the number of times a work is 
cited (impact factors) or transmitted and mentioned (e.g. altmetrics).  
Scientists may be solicited by many different individuals, groups and organizations for 
access to the proprietary information presented in their publications. Knowing how to 
adapt explanations to different audiences is an important skill for all professional 
scientists and students, especially when looking for financial support.  
Writing a research project proposal is an important step toward building a portfolio 
of skills in scientific communication. In this class, Masters of Science students learn 
how to develop the information necessary for a research proposal and create a suite of 
documents necessary for the promotion of their project. Each student will produce a 
proposal for their own research project along with several different types of 
presentations designed to promote their work to different audiences.  
Teaching philosophy 
• Good writing is about good planning as much as it is about grammar and style.  
• Audiences have expectations about style and content. Determine these before 
starting to design a presentation.  
• Learning how to revise one's own work as well as the work of colleagues is a 
critical step in achieving the goal of a well-written document.   
 
INSTRUCTORS 
Prof. Jean-Marc Guarini   
jean-marc.guarini@upmc.fr 
 
Jennifer Coston-Guarini   
j.guarini@entangled-bank-lab.org 
This session I am travelling quite a lot 
between laboratories. Please direct your 
emails to Jean-Marc in priority.  
 
Questions related to this class: 
sci_comm_class@entangled-bank-
lab.org 
 
DATES 
The class is spread over two sessions:  
Session A > 18 Oct. to 6 Dec. 2015 
Due date for the short assignments in 
this session will be Sunday 6 
December 2015. 
Session B > 1 Dec. to 20 Dec. 2015 
Session B is dedicated to your proposal 
writing. You should aim to have a first 
draft by the 20th of December for our 
first comments.  
Final due date for your completed 
research proposal is Sunday 10 
January 2016. This deadline is fixed 
and cannot be modified. 
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Required Materials 
Enrolled students are expected to provide all relevant documents and information 
needed to develop and write their own research proposal. It is very important to 
assemble a collection of reference documents about your particular project in the first 
week or two. It is unlikely that you will have time to do this background research later in 
the course.   
Required Reading 
This course is about writing, and learning how to do it your own way. However, we feel 
that every student of science should read this paper at least once: 
 Gopen G. and Swann, J. 1990. The Science of Scientific Writing. American 
Scientist, v. 78, pp. 550-558. 
A copy of this article is provided to all enrolled students in the class materials.  
Some recommendations  
Get some classic reference books. Everyone has his or her own collection of favorite 
writing and grammar references - these are some of ours: 
• Strunk, W., Jr., and E. B. White. 2000. The Elements of Style, 4th edition. 
Pearson Allyn & Bacon.  
• Truss, L. and Timmons, B. 2006. Eats, shoots and leaves. Putnam Publishing 
Group. 
• Zinsser, W. 2001. On Writing Well - The Classic Guide to Writing Nonfiction, 
HarperCollins Publishers. 
A good dictionary of English synonyms, such as Roget’s International Thesaurus, is 
always useful.  
Google Translate and other online tools can provide adequate translations from French 
to English, if you get stuck on a particular phrase. But we do not recommend this tool 
for entire paragraphs and documents.  
Know and use the conventions of your chosen specialty. One way to get an idea 
of the conventions in your subject area is to examine the usage of key terms in the 
materials and methods sections of articles from the leading journals in your topic. 
Another source of information about domain-specific word usage is the Author 
Guidelines, or Instructions to Authors (ITAs) produced by every research journal.  
Learn more about how to visualize data. How do you turn your observations into 
images (graphs, charts, diagrams, illustrations, maps ...) that can communicate your 
message in a glance? Most new authors are terrible at it because they have not 
learned the basics of graphic design. If you are interested in knowing more about this 
important topic, we recommend this classic: 
• Tufte, E. R. 2001. The Visual Display of Quantitative Information, 2nd edition. 
Graphics Press LLC.  
Many, many other interesting sources on document design and visualization are also 
available online.  
Use the Internet to find tips and guidelines. A quick search for “scientific writing” or 
"science communication" will list numerous web sites proffering all sorts of hints, 
advice, and guidelines. There is some good stuff out there.  
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ORGANIZATION 
Writing is a very personal activity. The goal of this class is that the each student 
produce his or her own research project proposal as well as the basic supporting 
documents needed to promote their project. This is not an English-language course 
and all students are expected to be comfortable writing in English. 
While we have a very broad background in ecology and environmental sciences and 
consulting, we cannot provide specific expertise for your projects. This must come from 
your contacts with research project advisors, supervisors, and committee members. 
We encourage you strongly to establish regular contact with people you will work with 
about the technical aspects of your project. They can often provide access to key 
journal articles and other documents that will provide the details you'll need to write.   
Our role during this course is to provide guidance for how to develop and present 
argumentation for a proposal and to provide editorial help with your documents. 
Remember that revisions and re-writing will be a very important part of the process. 
Allow yourself enough time! 
If you have any questions, please contact us by email. We will do our best 
to respond within 24 hours. 
Please keep us informed of schedule conflicts with other courses that arise 
so that we can work out a compromise. 
If you would like to meet in person, send us a request by mail and we'll see what can 
be arranged. 
 
ASSIGNMENTS & GRADING 
1. All documents produced during the course by the students will be required in an 
editable electronic format (TXT, RTF, DOC, DOCX, PAGES) and in English only. If 
you want to send a PDF to be sure any formatting remains stable, go ahead. But 
please always send an editable version too!  
2. The short assignments are designed to support the main writing task of the 
proposal. If all tasks are completed, the student will have produced by the end of 
the course all the documents of a basic communications package for their research 
project.  
3. Grades 
a. Grades are based on a scale of 0-10 for each assignment. Homework 
assignments count for 40% of the total grade.  
b. The research proposal counts for 60% of the total grade, and is marked on 
a scale of 0 - 100. Students who do not submit a complete research 
proposal at the end of the course will not receive a passing grade. 
c. Any plagiarism detected will automatically earn a zero grade for the 
assignment. 
All assignments from session A are due by midnight on: 
Sunday 6 December 2015. 
First draft of a complete research proposal (session B) is due by midnight on: 
Sunday, 20 December 2015. 
The final version of the proposal is due by:  
Sunday 10 January 2016 at midnight. 
ASSIGNMENTS & 
HANDOUTS
85UM10
HANDOUT Handout_Storyboard_v2014.pdf
www.entangled-bank-lab.org
EBLab
A “storyboard” is a visual 
organizer or outline. 
Usually storyboards are 
made up of a sequences of 
images and short texts. 
They are used to prepare a 
presentation of any type 
(like a video, an exhibit, or 
a training class) that uses 
both images and words to 
build a narrative.  
Please devise a storyboard which presents both 
your motivation for doing your research project 
and the project itself. The storyboard should 
have at least three sections and not more than 
nine. 
Express something about your background and 
why you are interested in the research topic you 
have selected. If you have some trouble starting, 
think about this question: ‘what is it about the 
experiences and background that you have, 
which also makes you the right person to do 
this work?’
Use the templates included here, or make your 
own. At the end of the document, please add the 
title of your research topic proposal, as well as 
information about where and with whom you 
plan to work with. 
The writing style is casual and familiar. We 
prefer that you use your own images (drawings, 
photos, other graphics) as much as possible. 
Avoid listing facts (age, where went to school, job 
history) and using jargon and acronyms in the text. 
Shorter is better in this exercise. You should aim to 
communicate pertinent information about your 
motivation and project in less than 200 words. 
Stick to less than 30 words per image. Between 10 
to 20 words per image usually works well.
Give proper credit to all images at the end of the 
storyboard.
FIRST STEPS: combining images 
& words to make an argument
2015 / © J. Coston-Guarini
Assignment 1. Storyboard your project 
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Gopen and Swann, 1990. American Scientist (Nov-
Dec 1990), Volume 78, 550-558.
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EVALUATING YOUR 
COMMUNICATION SKILLS
2015 / © J. Coston-Guarini
Since it’s publication in 
1990, the paper by Gopen 
and Swann, The Science of 
Scientific Writing, has 
become a classic. We hope 
that the ideas presented by 
these authors will help you 
become aware of how 
people read and the 
importance of audience 
expectations. Throughout 
the course we will expect 
you to pay close attention 
to sentence and paragraph 
structure in your own 
writing.
In this assignment you will 
begin collecting information 
necessary for both the 
proposal outline and final 
proposal.
Select and read three documents about your 
topic from three different genres such as: a 
thesis, a popular science article in a magazine 
or newspaper, a journal article, or a web page, 
or even a film ... The choice is up to you.
Write a brief commentary comparing the style 
and content of each document. In your text, 
identify the intended audience of each 
document as well as the linguistic approach 
used by the author to reach this audience. 
Comment on if the authors have or have not 
used any of the ideas presented by Gopen and 
Swann (1990).
The total length of your document should be no 
more  than 3 pages. Please list any source 
documents used, and correct bibliographic 
information.
Don’t forget to include a closing paragraph at the 
end of the document summarizing your analysis.
Choose documents that you feel contribute 
something to your topic, or ones that you strongly 
disagree with. 
Avoid documents that you find boring!
HANDOUT
Assignment 2. Analytical writing and Technical style
http://www.americanscientist.org/issues/pub/the-science-of-scientific-
writing/99999
If you can’t access the online version, please contact me for the PDF.
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The Science of Scientific Writing
If the reader is to grasp what the writer means, the writer must understand what the
reader needs
George D. Gopen, Judith A. Swan
This article was originally published in the November-December 1990 issue of American Scientist.
Science is often hard to read. Most people assume that its difficulties are born out of necessity, out
of the extreme complexity of scientific concepts, data and analysis. We argue here that complexity
of thought need not lead to impenetrability of expression; we demonstrate a number of rhetorical
principles that can produce clarity in communication without oversimplifying scientific issues. The
results are substantive, not merely cosmetic: Improving the quality of writing actually improves the
quality of thought.
The fundamental purpose of scientific discourse is not the mere presentation of information and
thought, but rather its actual communication. It does not matter how pleased an author might be to
have converted all the right data into sentences and paragraphs; it matters only whether a large
majority of the reading audience accurately perceives what the author had in mind. Therefore, in
order to understand how best to improve writing, we would do well to understand better how
readers go about reading. Such an understanding has recently become available through work done
in the fields of rhetoric, linguistics and cognitive psychology. It has helped to produce a
methodology based on the concept of reader expectations.
Writing with the Reader in Mind: Expectation and Context
Readers do not simply read; they interpret. Any piece of prose, no matter how short, may "mean"
in 10 (or more) different ways to 10 different readers. This methodology of reader expectations is
founded on the recognition that readers make many of their most important interpretive decisions
about the substance of prose based on clues they receive from its structure.
This interplay between substance and structure can be demonstrated by something as basic as a
simple table. Let us say that in tracking the temperature of a liquid over a period of time, an
investigator takes measurements every three minutes and records a list of temperatures. Those
data could be presented by a number of written structures. Here are two possibilities:
t(time)=15', T(temperature)=32º, t=0', T=25º; t=6', T=29º; t=3', T=27º; t=12',
T=32º; t=9'; T=31º
time (min) temperature(ºC)
0 25
3 27
6 29
9 31
12 32
15 32
Precisely the same information appears in both formats, yet most readers find the second easier to
14
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BUILDING THE PROPOSAL: 
Technical description & cost
2015 / © J. Coston-Guarini
Methods sections are  
under-appreciated and 
undervalued. But writing 
out your methods is an 
excellent way to start 
planning a project proposal. 
A detailed methods 
breakdown is crucial for 
achieving a reasonable 
estimate of project costs.
This week’s assignment is 
to create a step-by-step 
method description, then to 
evaluate the costs 
associated with each step 
and produce a cost 
estimate. Nothing is free - 
every part of a project has 
an associated cost.
Select a method you will use for your research 
project. It can be an analytical method for a type of 
measurement, or a field method, or a data analysis 
method. I recommend you select the method which 
you think will be the most important to the success 
of your project. 
Your document should have the following sections:
▪ Title
▪ Short description of the process
▪ Supplies needed and any preparation
▪ List the steps to the method in the order they 
will be executed. Include the time needed for 
each step, and any important safety 
precautions 
▪ A short bibliography
Next, summarize the method in one short paragraph 
using a style appropriate for a journal article.
Finally, create a table identifying the costs 
associated with each step. You should now be able 
to report an estimated cost per sample, or the cost 
for a field sampling based on this information.  
For this exercise, don’t worry about getting costs 
down to the nearest euro. Aim for making a 
reasonable estimate, to the nearest 100 euros. 
Analytical methods often have materials that are 
used up at each step (“consumables”). Other 
methods may involve boat time or travel or other 
associated costs (salary time for technicians, or 
computer time for example).
Contacting your future project advisor or looking at 
old proposals may be very helpful for this 
assignment.
Do not list instructions for using software packages!
Assignment 3. Writing structured description & Budget planning
15
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BUILDING THE PROPOSAL: 
Promoting interest in the project
2015 / © J. Coston-Guarini
Melissa Marshall, 2012 “Talk Nerdy to Me”, 
http://www.ted.com/talks/
melissa_marshall_talk_nerdy_to_me.html
Tyler Dewitt, 2012, "Hey Science teachers - make it fun",
http://www.ted.com/talks/
tyler_dewitt_hey_science_teachers_make_it_fun.html
And a talk from an up and coming science communicator, 
Sheril Kirshenbaum, 2014, “Communicating “Science”,  
http://tedxtalks.ted.com/video/Communicating-science-Sheril-
Ki;search%3Atag%3A%22tedxcongressave%22
This week you will be 
experimenting with how to 
communicate the interest 
and utility of your research 
to someone who is not 
involved in science at all. 
Explaining what you study 
to a family member or 
friend who has no 
background in what your 
research topic is can be a 
challenging experience!
Doing this successfully 
means putting yourself in 
their place and trying to find 
some common ground 
between your topic and the 
immediate concerns of your 
audience. 
When someone asks a very 
direct question like “Why 
should I care?” you will 
want to have a ready 
response for them, 
especially when that person 
may be the one who 
decides if your project will 
be funded or not ...
Try explaining your research topic to someone 
who is not an expert, and preferable someone 
who is not at all involved in science. Choose 
someone you know, so you both feel 
comfortable with the discussion. Your goal is to 
get them interested in and asking real questions 
about your topic. 
Write a short report about your experience (keep 
it to one page of text). Tell me what kind of 
feedback you got - were you able to keep them 
interested? How long did you speak with them? 
What did they understand, or not? What did they 
find interesting or exciting about your topic? 
Was it the same thing you find interesting? How 
could you have been better? 
Use some specific quotes from your 
conversation to back-up your description.
Recall Assignment 2 and the types of information 
presented in the non-specialist documents. Get to 
the essentials of your project and eliminate as much 
jargon as possible.
Having some photos or diagrams with you during 
the interview can improve your experience.
Some additional ideas about connecting with your 
audience can be found in these talks:
Assignment 4. Interview with someone from the 'general public'
16
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BUILDING THE PROPOSAL: 
Outlines
2015 / © J. Coston-Guarini
Today’s scientific research 
is organized around 
projects. An effective 
project proposal depends 
on the quality of the 
argument and the 
justification provided for the 
project. 
The basic tool of project 
planning and writing is a 
structured “outline” 
document. In this 
assignment you will 
develop the basic 
arguments for your 
proposal. We will use a 
traditional hierarchical 
outline because this is the 
most common way to plan, 
and it is easy to associate 
tasks and costs. 
 
Use the outline structure provided in the 
handout to guide your reading and the planning 
of the research project. Additional explanations 
are given in the handout.
If you have not already been in contact with your 
future advisor, please do this now! You will need 
their input.
Please add as many details as possible in your 
outline. But, do NOT write out paragraphs. Use 
short phrases and lists, concentrating instead 
on getting the details correct and in the right 
place. Adjust the headings and  subheadings as 
you feel is necessary for your topic. Be sure to 
indicate where information is missing or if it 
won’t be available as you work.
Exceptionally, for your proposal document in this 
class you do not have a proposal call to guide you. 
But later in your career you will respond to calls for 
proposals, or tenders. Then your proposal will be 
judged not only on the quality of the argument, and 
your track record, but on how well your proposal 
responds to, or fits with, the criteria given in the call. 
For this assignment you should address why and 
how your project will contribute to advancing the 
state of knowledge about your chosen topic.
Much of the information needed for this assignment 
is already part of your earlier assignments.
Handout_proposal_outline_v2014.pdf
Assignment 5. The proposal outline: a roadmap for your research
17
This outline describes all the parts of a simple proposal. It is designed to help you 
break down the development of your argumentation into very focused, short sections 
that make the task of writing the final proposal document easier.
The assignments you have been working on will help you to organize and develop in 
more detail your presentation. 
Sections IX through XI may or may not be relevant for your project. This type of 
information is most often needed for field-oriented or lab experiment type projects. If 
your project involves treating data that has already been collected, then you need to 
identify publications which describe where and how the data was collected.
All other sections are mandatory for every project.
I. RESEARCH QUESTION
II. STUDY PURPOSE
III. STUDY OBJECTIVE
IV. POTENTIAL COLLABORATORS
V. SOCIETAL CONTEXT FOR TOPIC
VI. PREVIOUS WORK ON TOPIC
VII. EXPECTED RESULTS
VIII. IMPACT OF EXPECTED RESULTS
IX. SITE DESCRIPTION
X. DATA TO BE COLLECTED
XI. METHODS AND INSTRUMENTS 
XII. DATA ANALYSIS
XIII. FIGURES AND TABLES
XIV. BUDGET ESTIMATES & FUNDING SOURCES
XV . REFERENCES
RESEARCH PROPOSAL OUTLINE
The proposal outline
HANDOUT
www.entangled-bank-lab.org
EBLab
HANDOUT: Proposal Outline
2015 / © J. Coston-Guarini
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I. RESEARCH QUESTION
II. STUDY PURPOSE
III. STUDY OBJECTIVE
The Outline explained in detail [1/3]
IV. POTENTIAL COLLABORATORS
V. SOCIETAL CONTEXT FOR TOPIC
These three headings are the heart of the project. 
The research question, purpose and objectives for 
the study must be clearly described. These 
statements may evolve somewhat as you delve into 
background material and gain experience with the 
subject.
It is recommended that you formulate these 
statements with the aid of your technical advisor or 
another committee member, if possible.
These are the names and affiliations of all the 
possible collaborators who may help you with the 
project. For each person or organization in this 
section also add a sentence describing their 
contribution and/or role in your project. Don’t forget 
to add a subheading here for thesis committee 
members.
This information is necessary throughout your 
project for determining who gets credit for what 
during a project (e.g. authorship order, data 
ownership, and writing acknowledgements sections, 
among other tasks).
Assignment 1 should help with the information for 
this section.
Every research project has a context. Context can 
be social, historical, political, legal ... or any number 
of these. It is not necessary to give all the details, 
just the highlights related to your specific topic. Stay 
away from generalities here, be specific and provide 
referenced examples when possible.
This type of information will be part of the 
justification for the project.
Your experiences in completing Assignments 2 and 
4 should be very helpful here.
19
VI. PREVIOUS WORK ON TOPIC
VII. EXPECTED RESULTS
VIII. IMPACT OF EXPECTED 
RESULTS
The Outline explained in detail [2/3]
In contrast with the previous section, this part of the 
outline contains a summary of the relevant research 
results of other investigators that will be important 
for your topic. Aim to identify where your project and 
ideas come from (what work, theories, observations 
inspired your particular project?) and how what you 
are proposing to do will contribute something new, 
or be different from earlier studies. 
Assignment 2 could contribute here depending on 
your document choices.
These two sections are difficult to complete without 
some prior experience with your topic. They are, 
however, critical to the planning and writing of a 
proposal. This information is necessary to complete 
the justification for the study and they are the 
“carrot” your proposal offers to attract funding. If you 
are not sure, get in contact with your project 
supervisor or another collaborator. 
Section VII lists the results you expect to see based 
on the background information you have gathered 
about the research problem. They may of course be 
very different from your actual results. The impact of 
the expected results (section VIII) depends on the 
current understanding of the system being studied.  
If you know who is funding your work, try to describe 
the impact in terms that the funding organization 
can defend to its investors (whether they are from 
the public or private sector or both).
During Assignment 4 you may have gained some 
insight into what other people might perceive as 
important in your project. If you haven’t done it yet, 
then consider adding a question related to this idea 
to your interview.
20
IX. SITE DESCRIPTION
X. DATA TO BE COLLECTED
XI. METHODS AND INSTRUMENTS 
XII. DATA ANALYSIS
XIII. FIGURES AND TABLES
XIV. BUDGET ESTIMATES & 
FUNDING SOURCES
XV . REFERENCES
The Outline explained in detail [3/3]
These four sections contain important practical 
details that describe how you will accomplish your 
research project. You may not need all of these 
sections for your particular project. If site sampling 
is part of the study, include information about the 
sampling plan.
Under section XI (Methods and Instruments), 
include any known information about the costs 
associated with each activity.
Assignment 3 should contribute to this section.
Select any plots, tables, maps and other illustrations 
which provide either important contextual 
information about the project, supporting your 
argumentation about the impact and feasibility of the 
work.
Sometimes preliminary data and results are 
included here too, but this should be considered 
carefully with your collaborators. Usually one or two 
figures and /or tables are sufficient.
Assignments 1 & 6 can be useful here.
All proposals contain some type of budget indicating 
the cost of the project being proposed. The details 
and calculation methods vary widely between 
institutions. If you do not have access to a form from 
your institution, create a basic budget (in a 
spreadsheet table) that shows estimated costs for 
the following categories: Salary, Consumables & 
Analytical costs, Instruments & Equipment, and 
Travel (this includes attendance to meetings and 
field trips for example).
Assignment 3 will help you to get started on this 
section
The project bibliography at this point should include 
the major, most important or iconic references for 
your topic. Be sure to include the reference in a 
standard bibliographic format (Authors, date, article 
title, journal title, volume, page numbers). 
www.entangled-bank-lab.org
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Assignment 6 really has 
two parts: the text of the 
press release and the 
imagery.  Imagery you 
select for a press release 
should not only be 
attractive but also 
communicate something 
meaningful about the topic. 
The information that 
appears in your proposal's 
figures or tables illustrates 
and supports your 
argumentation for the 
project. These may also 
provide important context 
for the reader (such as a 
map or a schema or a 
photographic image). 
In this assignment both the 
visual structure (how the 
page looks) and the text 
are important. 
Write a press release (250 words max) and 
provide at least two illustrations for it. These 
may be photographs, data plots, tables, 
diagrams ... anything that illustrates some of the 
ideas and context of your topic.
Pay particular attention to the title and the first 
sentence of the press release - these are the 
most important parts. You want to attract 
attention - be a bit sensational. People tend to 
recall ‘trophy titles’. This is why the press uses 
a lot of “the oldest X was found” or “the 
biggest” or “the first”, or “the most”, etc.
Be sure to write a complete legend or caption 
for each illustration. A legend is: a short 
descriptive title, some text describing any 
symbols and abbreviations used, and one short 
phrase indicating what the reader should learn 
from the figure. 
If you don’t have any data yet, prefer photographs 
or diagrams that will explain context. Make your own 
figures - be inspired by others, don’t copy!
Use some of the insights you gained during the 
interview to make your text accessible. 
To see examples of press releases, look at 
Futurity.org.  These are all from top North American 
and British Universities and cover a wide variety of 
topics. In general, their press releases make very 
good use of photography to capture the audience 
attention. 
Handout_page_layout_v2014.pdf
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This handout presents some simple guidelines to page layout. These same guidelines 
apply to presentation slides and posters as well. 
Your press release from assignment 6 can easily be transformed into a fact sheet if you 
take the same information and arrange it on the page following some very simple design 
principles. Fact sheets are useful as handouts at meetings or to send out to potential 
sources of funding or even to pique the interest of journalists.
Guidelines for producing a page layout
FOUR PRINCIPLES: 
CONTRAST, REPETITION, ALIGNMENT & PROXIMITY
Learn to use contrasts to your advantage, but be consistent: changing a font, or a 
color, or a size should correlate with meaning. Build the visual structure with 
simple, logical sequences: top to bottom; right to left; big to small; dark to light, 
etc...
As far as fonts go, prefer sans-serif fonts for titles and serif fonts for small dense 
text, such as captions, or long blocks of text (like long columns).
Use colors to indicate meaning. Like assigning on color to one category or type of 
information (figure captions for example). Use preconceptions to your advantage 
here, like warm temperatures are red and cool temperatures are symbolized by 
blues.
Use no more than five colors for a document. Most of the time two or three colors 
are sufficient.
Repetition is a good thing in page layout! By placing the same type of element in 
the same position (or using the same color or font) throughout a document you will 
reinforce the meaning and clarity of your presentation.
Align elements on the page. Page elements (that is images or blocks of text) that 
do not line up with something else on the page will look messy.
Keep elements close together that belong together! Pay attention to proximity - 
what is above or below, to the right or left. Use the “z” to decide where to place 
elements (see next page). 
Learn to use white space. Don’t crowd your information and text on the page. 
Leaving some white space around blocks of information helps to make things stand 
out for your readers. Put spaces between paragraphs. 
With thanks to the excellent guides published by Robin Williams, and mostly:
Williams, R.  2004. The Non-Designer’s Design Book: Design and Typographic 
principles for the Visual Novice. 2nd Edition, PeachPit Press, Berkeley, CA, 192 pp.
www.entangled-bank-lab.org
EBLab
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The 'Z' is a reminder that the English 
language reads from left to right. If 
you want isomething to be noticed, 
place it on the  'Z'.
'Z's exist for each subsection of the 
grid too.
Grids reinforce visual organization of 
information. They provide 
consistency and unity of content.
On this example grid there is a place 
for nine ideas, three, or just one.
TWO RULES OF LAYOUT: 1. USE A GRID, 2. USE THE 'Z'
Whether you are working on a poster, a 
report or a Powerpoint presentation, your 
finished document will be better received if 
you use the rules of layout and the 
guidelines presented on this sheet. 
Of course after you become an expert at 
using the guidelines and rules, then you 
can break them!
www.entangled-bank-lab.org
EBLab
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Proposal formats vary widely. This one is based on generic MSc. program 
requirements. There are five main sections in the document plan, six including the title 
page. Each section uses information you have developed and written about already in 
your assignments. Within each section, feel free to organize the information as you 
believe it will best support your argumentation. 
You should have no more than 10 pages of text, not including the title page, figures, 
tables and references. Please pay attention to the section word limits: be concise!  For 
example, a reasonable target word count for parts 2 & 3 is between 2000 - 2500 words.
Finally, do not insert figures and tables into the text. Please add them as separate 
pages (one figure or table per page) at the end of the document. 
 The proposal document
PART 0. TITLE PAGE
Title
Author
Academic Institution where work will be done
Date
Committee Members
PART 1. SUMMARY (300 words maximum)
In the summary make sure your research question/purpose/objectives and any 
expected impact of results are mentioned. Anything innovative or novel about the 
project should be put forward here. Imagine that an evaluator may decide to pass your 
project on to the next step based only on this paragraph. Look at how you have "sold" 
your project in Assignments 4 and 6, for example. The first sentence is the most 
important.
PART 2. STUDY SIGNIFICANCE (750 - 1250 words)
All the information related to the significance and importance of the research topic goes 
here. Give enough background information and context so that someone who may 
have little or no expertise in your discipline can appreciate the value of the topic.
The introduction includes the following information from your outline:
Societal context for topic; Research question; Previous work, Expected results; Impact 
of expected results. You may also benefit from using what you learned about 
communicating during assignments 2 and 4 here.
HANDOUT
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PART 3. DESCRIPTION OF PROPOSED STUDY (1000 - 2000 words for main text)
Here is where you describe how you will investigate the research topic as well as your 
specific objectives. Give enough information so that the reader/evaluator can assess 
the originality and relevance of the approach to the research question.
The information you want to include from your outline is: Study purpose, Study 
objectives, Methods, Site description, Data to be collected, Data analyses. The 
information from assignments 2 and 3 will probably be used here too. Some 
information from "Previous work" in the outline may also appear here.
A preliminary data presentation may also be appropriate here for some projects. 
PART 4. REFERENCES (no limit, but 1 to 2 pages should be sufficient)
List alphabetically all the references cited in the proposal document, including web 
pages, pre-existing databases, and any other publications. For web pages always 
include the “view date” at the end of the citation.
PART 5. FINANCIAL (1 page)
Present the budget as one table. Be sure to use standard monetary format (0 000,00 
OR 0,000.00) and to include a TOTAL line (total cost of the project) as well as a cost 
per sample (if this applies to your work). Indicate if prices include taxes or not, or if you 
do not know.
Most of you already developed a budget table in Assignments 2 and 5. Check that you 
have clearly identify costs as one of five main types: travel & accommodations; salary; 
consumables (from tubes and reagents to office supplies, can include sample analysis 
charges here too); equipment (ship charges, car rental, boat rental, can also include 
equipment purchased, ...); other.
Any additional information about funding sources (where the money is coming from) 
are described in a short paragraph after the table.
FIGURES & TABLES
As we stated above, place your figures and tables of data (not the budget table) here at 
the end of the document. One image or table per page. Add an appropriate title and 
caption for each, as well as a bibliographic reference for the image if you take it from a 
publication or web site.  
www.entangled-bank-lab.org
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